
 

 

PRE-SUBMISSION CHECK LIST   FULL DESCRIPTION OF CHECK 
Submission Information     

  Cover letter     

  
 

Required?    Is a cover letter required 

    Format   Is the format correct - e.g. is it addressed to the correct journal 

Manuscript files     

  Uploaded files     

  
 

Permitted manuscript types   Are the uploaded manuscript files permitted types (.docx) 

    Permitted image files   Are the uploaded figures files permitted types (.jpg, .tiff) 

    Latex files   If Latex files are uploaded, is there a PDF uploaded plus all Latex supplementary files. 

  Additional forms     

  
 

Copyright/Licence to publish forms   Are licence forms required at submission. Are they uploaded.  Are they signed.  No further checks completed 

    Conflict of Interest forms   Are COI forms required at submission. Are they uploaded.  Are they signed.  No further checks complete 

    Bibliographies   Are bibliographies required at submission.  Are they uploaded and correct.   

  Files size     

  
 

File maximum   Is there a maximum file size.  Are the files smaller.   

    Number of files permitted   Is there a maximum number of files.  Are there fewer files.   

General     

  Single/Double Blind     

    Correct format   Is the journal single or double blinded review.  Does the manuscript reflect this.   

  Line numbering     

    Correct format   Is line numbering required (restart on a new page, continuous).  Is it correct.   

  Line spacing     

  
 

Correct format   Is specific line spacing (1.5, double) required.  Is it correct.   

Title Page     

  Title       

    Format    Is there a format requirement for a specific title (50 words, 'concise', 'not catchy').  Is it correct.   

  Authors     

    Format (last name, first name, initials)   Is there a specific format for author names.  Are they correct.   



    Corresponding author   Is the corresponding author clearly marked - with all information required.   

    Institutional addresses   Are addresses required for all/ some authors.  Are they there.   

    Email addresses   Are email addresses required for all / some authors.  Are they there.   

    Qualifications   Are qualifications required for all / some authors.  Are they there.   

  Required statements     

    COI   Is a COI statement required. Is it present.  Correct format.  Correct placement.   

    FD   Is a FD statement required. Is it present.  Correct format.  Correct placement.   

    Additional statements   Does the title page require any other statements  

    Within requirement   Is there a word count for this type of paper - is the paper within it 

  Word count     

    Correct number noted   Is the number noted on the title page 

    Required?    Are keywords required. 

  Keywords     

    Correct format   Are the keywords correct.  Number, location, format.   

    Required?    Is a running head / short title required 

  Running head     

    Correct format   Is the length and format correct 

    Required?    Are abbreviations required 

  Abbreviations     

    Correct format   Are number and format correct 

    Required?    Are learning points/ take away points required 

  Learning points     

    Correct format   Are number and format correct 

Main text     

  Abstract     

    Present   Is the abstract present 

    Format   Is the format correct (structured / unstructured) 

    Word length   Is the word length permissible 

  Structure     

    Sections present   Are the sections correct 

    Section order   Are the sections in order 

  References     

    Present   Are the references present 



    Correct format   Are they in correct format 

  Acknowledgements     

    Required?    Are Acknowledgements allowed/required 

    Correct format   Are they in permissible format 

  Appendix     

    Permitted   Are appendix permitted 

    Cited   Is the appendix cited 

    Correct format   is the format permissible 

  Tables     

    Number of tables   Up to the maximum number of tables 

    Cited in text   Cited in text 

    Captions   Correct table captions 

    Legible   Legible 

    Uploaded correctly   Uploaded as separate files or embedded as required Editable if required. 

    File types   Permissible file types 

  Figures     

    Number of figures   Up to the maximum number of figures for paper type 

    Legends   Correct figure legends 

    Cited in text   Cited in text 

    Legible   Legible 

    Uploaded correctly   Uploaded as separate files or embedded as required 

    File types   Permissible file types 

  Supplementary figures     

    Number of supplementary figures   Up to the maximum number of figures for paper type 

    Legends   Correct figure legends 

    Cited in text   Cited in text 

    Legible   Legible 

    Uploaded correctly   Uploaded as separate files or embedded as required 

    File types   Permissible file types 

Ethical approval (human, animal, field - as required) 

  Clinical Trials     

    Trial ID   Any clinical trial must be registered and provide the TRIAL ID 

    Registration site URL   Registration URL might be required. 



  Human Participants     

    Named institutional approval   Any human participation requires a statement to include the institutional board name e.g. 'University of 
California ethics committee' 

    Approval Number   Approval number may be required. 

    Written consent   Statement that 'written consent was provided' 

    Verbal consent and documentation   If verbal consent is taken, this must be approved by the ethics committee and the documentation of that 
consent stated 

  Underage Human Participants     

    Parent / Guardian written consent   For underage participants, parent/guardian written consent is required 

    Parent / Guardian verbal consent and 
documentation 

  If verbal consent is taken, this must be approved by the ethics committee and the documentation of that 
consent stated 

  Vulnerable Human Participants     

    Legal guardian written consent   For venerable participants (sick, special needs, etc) legal guardian consent is required 

    Legal guardian verbal consent and 
documentation 

  If verbal consent is taken, this must be approved by the ethics committee and the documentation of that 
consent stated 

  Animal Experiments Approval     

    Named institutional approval   For any animal experiments (any vertebrates or cephalopods e.g. jelly fish,) named approval is required. 

    Approval number   Approval number may be required 

    Welfare statement   Welfare statement (how they were kept, cages, temp, food etc) may be required 

  Field Studies     

    Permission as required   Field studies (i.e. permission to access private land to collect samples) may be required 

Special files     

  CONSORT/MOOSE/PRIMSA     

    Files uploaded   Are required files present 

    Legible   Are they legible (content not checked) 

 


